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1. Summary and purpose of application 


Questionnaire content: A. Pre-qualification entry criteria 





B. Applicant identity, company and financial information 
C. Security, integrity and protection of revenue in the franking channel 


D. Provision of records and reports 
E. References 
F. Technical capacity 


Purpose of application: The purpose of this application is to be authorised by Royal Mail to provide services to inspect, maintain and repair 


franking machines, while protecting the security and integrity of Royal Mail's franking channel revenue. 


Contact point: Any queries must be addressed to: franking.applications@royalmail.com 


Submission instructions: Application forms must be completed in full, including all sections, and scanned in full with all required certificates to 
be emailed to: franking.applications@royalmail.com Part-completed/scanned forms will not be accepted. All required 
certificates must be scanned and sent where required with the application form. Any part-completed or missing 
documents may delay the processing of your application. 


Date and time 
of application: 





2. Summary of questionnaire and instructions for applicants 


Section A: Pre-qualification entry criteria 


This is assessed on a pass/fail basis. Applicants must 
confirm all of the statements in Section A. Royal Mail Group 
reserves the right to disqualify applicants if they are unable 
to confirm these statements, and the application may not 
be assessed further until the required information 

is provided. 


N.B. Please do not progress any further unless you have 
met all the minimum requirements set out in Section 
A, as your application will not be considered further. 





Section B: Applicant identity, company and 
financial information 


In addition, Royal Mail will also assess applicants’ financial 
standing on a pass/fail basis based on an Experian report 
score of a minimum of 50. 


Experian can be contacted as follows: 
Tel: 0115 901 6000/0115 934 4444 
or: 

www.uk.experian.com/bi/index.html 


Royal Mail reserves the right to carry out further credit 
checks on applicants if Experian Commercial Delphi reports 
are not available, and as appropriate even where such 
reports are available. 


Section C: Security, integrity and protection of 
revenue in the franking channel 


In answering this section, applicants confirm that they 
will provide Royal Mail with assurance that there is no 
breach of the high levels of security required to protect 
Royal Mail’s revenue. 


Section D: Provision of records and reports 


In answering this section, applicants confirm that adequate 
security measures and procedures are in place, and agree 
to provide reports to Royal Mail that enable it to protect the 
security of its revenue and access relevant data. 


Section E: References 


In answering this section, applicants provide their consent 
for Royal Mail to obtain industry references in order to 
obtain reasonable satisfaction as to the business integrity 
of the applicant, including that all applicants have sufficient 
financial standing, appropriate security measures and 
procedures in place, and have not been involved in any 
activity that would compromise the security of Royal Mail 
revenue through the franking channel. 





Royal Mail also reserves the right to take up references 
from industry generally for the purposes of obtaining 
reasonable satisfaction as to the business integrity of 

the applicant. Although not an exhaustive list, it may 

(at its discretion and in confidence) contact customers, 
manufacturers, other franking equipment service providers 
or postal operators. In the event that Royal Mail receives an 
unfavourable report of the applicant maintainer/inspector 
which it feels is material to its decision as to whether 
authorisation of the applicant is appropriate, it may 
contact the applicant to discuss the substance of the 
report it has received. 


Applicants must also provide confirmation of the model and 
manufacturer of franking machines they intend to service 
under this section. 


Please do not include any other information apart from the 
application form sections A-E and your liability insurance 
certificate. If we require any more information we will 
request it. 





Section F: Technical capacity 


This section should be completed once Royal Mail has 
confirmed that the applicant has satisfied criteria A-E above 
(known as ‘provisional approval). 


Any applicant who does not provide responses to Sections 
A-E will be treated as ineligible and their application will 
not be accepted. No Authorised Maintainers/Inspectors’ 
Agreement will be issued until such time as all areas of 
competence are confirmed in full by the applicant. 


3. Further information 


All enquiries should be addressed through the email 
address provided below. Please do not contact any other 
member of Royal Mail Group’s staff or its advisers 
directly, as to do so may lead to your disqualification 

from this process. 


franking.applications@royalmail.com 


Royal Mail will keep all information provided as part of this 
application strictly confidential. 


4. Questionnaire 


Section A: Pre-qualification entry criteria 


Criteria Ref. 


Yes, to 
all criteria 


Confirmation 
Question 


Are you (the applicant) a private limited company registered with Companies House in the 
UK - a sole trader, partnership or any other business set-up, and can you confirm that you 
have made full payment of all applicable taxes, social security and contributions? 

















Has your business (the business name under which you are applying) been trading for 2 or 
more years? Please provide copies of signed accounts for at least the past 2 years. 

















Can you confirm that neither you nor any of your management or staff have any record of 
criminal activity, nor have any outstanding litigation or claims against them or pending court 
actions against you? 














If this confirmation cannot be provided, you must provide details of all convictions, 
judgements and penalties against you, and/or any relevant staff or management members, 
in addition to disclosing full details of any pending cases, claims or litigation against you, 
your company or any relevant staff members. 





Can you confirm that you have no conflict of interest with the existing suppliers of services 
and manufacturers in the franking channel, or any other parties? 

















Do you consent to Royal Mail contacting two customers for references and two nominated 
franking machine manufacturers, in order to obtain references and appropriate confirmation 
of which machines you intend to work with, and that you are authorised to resell 

their machines? 


Can you confirm that you have received no customer complaints over the past 12 months, or 
provide details of such complaints if they have been received? 


Can you confirm that you have: 
e Public Liability Insurance not less than £5 million per event 
e Employer's Liability Insurance not less than £5 million per event 


e Product Liability Insurance not less than £5 million per event 














You must provide with this application copies of insurance certificates (or brokers’ letters) 
which confirm that you have in place Public Liability Insurance, Employer's liability Insurance 
and Product Liability Insurance, in compliance with the confirmation above. 





The terms of any insurance or the amount of any cover shall not relieve the applicant of any 
liabilities under any Agreement entered into. 


Do you agree that after receipt of provisional approval from Royal Mail you will supply 
Royal Mail with Section F of the application, to provide evidence to Royal Mail's reasonable 
satisfaction that you and/or any relevant staff have successfully completed adequate 
training in, or have adequate technical knowledge or experience of, the relevant machine or 
machines, within a period of 3 months and before the Agreement is entered into? 

















Signature’: 














*|f completing online: L | confirm 
; | have completed all information 
Print name: correctly and honestly. 





Section B: Applicant identity, company and financial information 


The additional information below is required for each Proprietor or Director when performing Credit Checks on non-limited 
companies (excluding Government Departments) and individuals. 


Each Proprietor Name: 


Each Proprietor’s Home Address: 


Company Trading Name: 


Company Trading Address: 


Each Proprietor’s Date of Birth: 


Confirm if your company is registered as: 

e sole trader 

e partnership 

e Ltd company plc 

Please confirm if the applicant is a member of a group of companies 


and, if yes, confirm the name of the holding company and its address 
and registration number details: 


Please confirm if the applicant has any subsidiary companies or 
associated businesses that are to be involved in the Inspection, 


Maintenance and Repair of Franking Machines and, if yes, provide 
full address and registration details: 


Criteria Ref Question Confirmation 


Cal Please confirm that you have secure stock arrangements for the control of roto seals, wires 
and sealing tools, and that these items are only available to those authorised to inspect, 
maintain and repair franking machines. 














Please confirm that you have a secure process for registering and tracking the key to the 
stock room where roto seals, wires and sealing tools are stored. 





























Section D: Provision of records and reports 


Criteria Ref Question Confirmation 








Please confirm that you will provide records of services/repairs and maintenance, and lost 
machines, to Royal Mail as required in accordance with the Agreement. 














Please confirm that you will report annually to Royal Mail that all machines under contract 
have received a service in accordance with the Agreement. 


D3 Please confirm that when tariff price changes (ahead of the tariff changes) and other relevant 
changes are notified to you by Royal Mail, including product and commercial changes, that 
you agree to ensure that this information is communicated by you where necessary and that 












































tariff chips/downloads will be undertaken as required for all franking customers under your 
management, and that Royal Mail will be provided with confirmation that this has 
been undertaken. 


Please confirm that you will highlight any issues with tariff implementation ahead of a new 
tariff going live and in good time, so that any actions to rectify issues can be undertaken so 


























as not to affect Royal Mail tariff changes and revenue. 





Section E: References 


Please provide the details of at least two 
manufacturer references and at least two 
customer references who may be contacted 
by Royal Mail: 


Please provide details of two appropriate referees who are 
franking machine manufacturers, and two referees who 
are your customers, all of whom may be contacted by 
Royal Mail in order to verify any responses provided in this 
application, or later in the process if required. Provide the 
following information for each: 


Referee 1 - Referee 2 - Referee 1 - Referee 2 - 
manufacturer 


a ooo Oe Oe ae 


aa a aaa aaa 


manufacturer customer customer 


ee a eee 
a a ee 
Sas S S E 
am o ooo do S S 
or agreement: 


Please provide details of the franking equipment 
you propose to inspect/repair/maintain. 





Model No./name Manufacturer 


Frequency of inspection required by Royal Mail 





Royal Mail reserves the right to take up references 
provided by the applicant, or from industry generally, 

for the purposes of obtaining reasonable satisfaction (as 
detailed under Section 2 E of this application form) as to 
the business integrity of the applicant. Although not an 
exhaustive list, it may (at its discretion and in confidence) 
contact customers, manufacturers, other franking 


< 


equipment service providers or postal operators. In the 
event that Royal Mail receives an unfavourable report of 
the applicant maintainer/inspector which it feels is material 
to its decision as to whether authorisation of the applicant 
iS appropriate, it may contact the applicant to discuss the 
substance of the report it has received. 


5. Undertaking 


Set out below is a legal declaration that the content of 
the Application Form is correct and truthful at the time 

of application, and should any circumstances change, the 
applicant agrees to inform Royal Mail of any such changes 
that might affect the current application. 


When you have completed the application, please 
ensure that: 


1. You have answered all the questions. 
2. You have enclosed all requested documentation. 
3. You have read and signed the undertaking right. 


Applicants will be issued with an agreement in compliance 
with Royal Mail Group policies, under which they will 

be authorised by Royal Mail as inspectors/maintainers/ 
repairers of franking machines. By completing this 
undertaking you are acknowledging your confirmation 
and acceptance of compliance with those policies. 


Undertaking 


By submitting this application | confirm that the information 
supplied in and as part of this application is accurate 

to the best of my knowledge, and that | meet all the 
pre-qualifying criteria and accept the conditions and 
undertakings requested in the questionnaire. | understand 
and accept that if Royal Mail subsequently discovers that 
false information has been provided, | could lose my status 
as an authorised inspector/maintainer. 


| will notify Royal Mail Group promptly in the event that any 
information provided in this application becomes inaccurate 
or out of date. 


E 





| confirm that | will provide any further information required 
on request. 


Submitted for and on behalf of the applicant: 


Signature: 
Print name: 
Position/status to the applicant: 


Applicant’s name: 


Applicant’s address: 


Date: 


Section F: Technical capacity 


Please update as needed in line with recent technological 
advancements and changes. 


Criteria Ref. Question 


When inspecting a machine that is secured by a Royal Mail seal, all service engineers 
employed by, contracted or acting on behalf of the applicant (the ‘Service Engineers’) know 
how to replace the existing seal with a new one and have a stock of seals and sealing tools. 


Service Engineers are able to identify when a machine's outer casing has been tampered 
with/broken so as to inform the manufacturer/Royal Mail. Similarly, when a Royal Mail seal 
is broken. 


Service Engineers are able to identify where a machine's registers are not recording correctly 
and inform the manufacturer/Royal Mail. 


Service Engineers are able to recognise if a print mechanism has been manipulated or 
adapted, either outside or inside the machine, to create franking impressions via other 
cabling or hardware. 


Service Engineers have been awarded either Incorporated (I.Eng) or Technician (Eng Tech) 
status by the Engineering Council, and will remain members of a licensed body. 


F3 Service Engineers are able to recognise when a machine is printing the incorrect amount 
(too much/little) and inform the manufacturer/Royal Mail. 


Return a scanned copy of this form to: 
franking.applications@royalmail.com 






































Confirmation 









































